
 

This Power Point Presentation is designed to: 

 

• learn/review how to create and manage an individual 
eGrants account with the Corporation for National and 
Community Service. 
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To begin your eGrants account creation process, 

logon to CNCS homepage at www.cns.gov 

 

Please click on “eGrants” link to open the eGrants 

Welcome Page. 



Please click here to begin creating an 

eGrants account.  If you already have 

an eGrants account, you will also use 

this link to log on to your eGrants 

account. 



In order to create a new eGrants 

account, please click on this link. 

If you already have an individual 

eGrants account for any CNCS 

programs (AmeriCorps, VISTA, 

Senior Corps, etc.) from your 

organization, please don’t create a 

new account.  You will use that same 

personal eGrants account to access/ 

create/complete your project 

applications and reports for the 

particular CNCS program that you are 

applying for . 

Each person who is required to work 

in the eGrants system from an 

organization should create his/her 

own individual eGrants account to 

access their organization’s eGrants 

system. 

If you disable the 

pictures built into 

the eGrants 

templates, it will 

speed up screen 

refreshes.  



Please click on this link to continue to create a new eGrants 

account. 

Before your begin this process, please have your organization’s 

EIN number , Legal applicant name and DUNS number with 

you.  You will be asked for this information during this eGrants 

account creation process. 



Please click on this link to continue to 

create a new eGrants account. 



If you click on “?” icon, it will open up a pop-up window 

with additional information in regard to that particular 

text filed.  In order to use this function, you must turn 

off “pop-up blocker” which is located under “Tools” on 

your web browser. 

You will see the pop-up window for the “New 

Password” text filed in the next slide. 



Please write down your password question you 

choose and your password answer.  If you forget your 

password, you need this information to reset your 

password.   

In the future, if you forget your password, you can 

reset your password by going to Login page and 

clicking on “Forgot your password? Get help” link. 

The pop-up window ( ? icon window) for the 

“New Password” text filed. 



Enter your organizations’ 9 digit 

Employer Identification Number. 



If no organizations are 

listed or the listed 

organizations do not 

represent your 

organization legal 

applicant name, 

choose “create a new 

organization profile”  

and proceed.  It will 

take you to the next 

screen (slide # 11) 

When you enter your organization’s EIN number, 

the system will list any organizations, which has 

that EIN number currently listed in eGrants 

system, under “select an existing org below.” 

If you see any organizations listed, 

please make sure you choose the 

correct organization that matches 

your organization’s legal applicant 

name.  If there are few listed and 

you are not sure which one to 

choose, please stop the process 

here and contact your CNCS 

Program Officer to clarify which 

organization to choose. 

If you see your organization listed 

with the correct legal applicant 

name, please choose that 

organization and proceed.  It will 

take you to the “Organization Info” 

screen (slide # 13).  



To add organizational 

characteristics, please 

click on “add 

characteristics” link.  You 

will be able to choose 

org. characteristics from 

a drop down menu. 

Choose an Organization 

Type from the drop down 

menu. 



DUNS Number for your Organization (applies to organization 
profile creation only, i.e. first person to create the profile and 
account for your organization) 
(Although this is not a required piece of information for 
eGrants account creation, you are strongly encouraged to 
input this data.  Please check with your Program Officer or 
CNCS State Program Staff to see if this piece of information is 
required.  If you do not enter it during the profile creation 
process, you can request to add it with contact the Help Desk 
at a later time.  DUNS number is a unique nine-character 
identification number provided by the commercial company 
Dun & Bradstreet).   
 
Organizations can request a DUNS number by calling 1-866-
705-5711 or visiting 
http://fedgov.dnb.com/webform/displayHomePage.do
. 

http://fedgov.dnb.com/webform/displayHomePage.do


Choose Organization 

Characteristics from the drop 

down menu.  Once you 

choose an Organization 

Characteristic, you can add 

more by clicking on “Add 

additional Org. 

Characteristics” link that will 

show up under your chosen 

org. characteristics. 



If the listed information 

doesn’t match your legal 

applicant organization, 

please go back and 

choose the correct 

organization.  If you are 

not sure what to choose or 

whether to create a new 

organization profile, 

please contact your CNCS 

Program Officer. 



Enter your contact information. 



Before you submit your request for a new 

eGrants account, please review the 

information here. 

Once you submit, a message will appear 

notifying that you have created an eGrants 

account and that your “Grantee Admin” is 

notified – slide # 16.   

You will find more info about Grantee Admin 

role on slide #19. 

You will also receive a automated email from 

eGrants about the creation of your account – 

slide # 17. 

Your Grantee Admin will also receive an 

automated email notifying that you have 

created a new account and to give you 

eGrants access privileges – slide # 18. 

 

If you are the first person to create an 

eGrants account from your organization, you 

will be assigned the “Grantee Admin” role 

automatically when you submit your account 

data, and therefore, will be able to access 

the eGrants system.  Otherwise, the 

“Grantee Admin” in your organization will 

have to assign you’re an eGrants user role 

in order for your account to become active. 



Your Grantee Administrator's name/s will be listed at 

the bottom of this message. 

Until your Grantee Admin assign you an eGrants user 

role which gives access privileges, you will not be able 

to access your organizations eGrants system. 



You will receive an automated email 

from eGrants system notifying the 

creation of a new account. 



Your Grantee Admin will receive an 

automated email from eGrants system 

notifying the creation of a new account. 



3 Different Roles assigned to eGrants Users: 
 

1. Grantee with access to budget 

 An eGrants user with this role will be able to access and create applications/reports in the 

eGrants system and will be able to view and work in all the sections. 

2. Grantee without access to budget 

 An eGrants user with this role will be able to access and create applications/reports in the 

eGrants system and will be able to view and work in all the sections except for the budget 

sections. 

3. Grantee Admin 

 An eGrants user with this role will be able to access and create applications/reports in the 

eGrants system and will be able to view and work in all the sections.  In addition, Grantee Admin 

eGrants users are also responsible for maintaining the eGrants account system of their 

organization. 

 To edit the current eGrants user roles and permissions, Grantee Admin should click on “Edit 

User Role/Permission” link listed on their “My Account” page.   

 The names of all the eGrants accounts holders for the organization will be listed on this page.  

To edit the user role for any of the current eGrants account holders listed there, the Grantee 

Admin should choose the appropriate user role from the drop down list next to the user name. 

 To deny access for any of the listed eGrants users, choose “No Access” by clicking on the 

dropdown arrow next to the individual’s name.  The system doesn’t allow you to remove the 

name of any registered eGrants users from the organization’s account.  



OPTION 1 

When the Grantee Admin logs into 

his/her account after someone creates 

a new account, this link will appear on 

their eGrants home page.  They can 

click on this link to access the screen 

that list all the eGrants accounts names 

for their organization – slide # 23. 

OPTION 2 

Your Grantee Admin also can click on ”My Account” 

link or use the “My Account” tab on the top to access 

their account page to choose the “Edit User 

Roles/Permissions link (slide #22) to access the 

screen that list all the eGrants accounts names for 

their organization. 



Your Grantee Admin will click on 

this link to access the screen that 

list all the eGrants accounts names 

for the organization – Slide # 23.  

This link and the two links above it 

will only display on Grantee 

Admin’s account page.  eGrants 

accounts with other user roles will 

not have these three links listed on 

their “My Account” page. 

 



When someone creates a new eGrants account, a 

user role will not be selected next to their name.  At 

this point, the Grantee Admin will choose one of the 

three eGrants roles for the user by clicking on the 

appropriate role.  Only after the Grantee Admin choose 

a role and click “submit,” the new user will be able to 

access the eGrants system through his/her new 

account. 



When an organization doesn’t want a current eGrants account 

holder to have access to eGrants system anymore, the Grantee 

Admin needs to inactivate the account for that eGrants user.  You 

cannot remove a name of an eGrants account holder from the 

system.  In order inactivate an eGrants account user, you need 

to uncheck “Active” box for that user. 



When you login to your account after 

you have been assigned an eGrants 

role, your eGrants home page will look 

similar to this page.   

Your login name will be displayed here. 

All the different Grants/Applications 

currently in eGrants system for 

your organization will be listed 

according to their application types 



 

For eGrants related Technical Issue and Problems, please contact: 

eGrants Help Desk:  1-888-677-7849 (Ext. 533) 

email: eGrantshelp@cns.gov 

******** 
 



Hope you enjoyed the presentation 

Created and Presented by Kapila Wewegama 

eGrants Coaching Unit 

JBS International/Aguirre Division 

1-888-333-8272 


